AMERI CAN CONSULATE, HYDERABAD, | NDI A
VACANCY ANNOUNCEMENT NUMBER: 08-012

The U. S. Consulate in Hyderabad is seeking an individual for the
position of Human Resources Assistant in the Hunman Resources
Ofice (HRO.

Appl i cants must apply on Form HR-01 (Application formfor
Enpl oynment) and specify the vacancy announcenent nunber.
Appl i cations not conpleted on Form HR-01, or wi thout reference to

a specific vacancy nunber will not be accepted. Only conpl eted
forms will be accepted. (Refer to application procedure bel ow)
Only applicants who are selected for the interview w || be
cont act ed
OPEN TO Al'l Interested Candi dates
POSI T1 ON: Human Resources Assistant, FSN- 305-8

HYA- 540001

OPENI NG DATE: January 31, 2008
CLCOSI NG DATE: February 20, 2008
WORK HOURS: Ful | -time; 40 hours/week

SALARY: Not Ordinarily Resident: G ade: FP-6
Odinarily Resident: G ade: FSN-8*

*Starting salary and grade will be determ ned on
the basis of qualifications and experience,
and/ or salary history.

NOTE: ALL ORDI NARI LY RESI DENT APPLI CANTS MJUST BE RESI DI NG | N

| NDI A AND HAVE VALI D WORK AND RESI DENCY PERM TS TO BE ELI G BLE
FOR CONSI DERATI ON ( PLEASE ATTACH COPI ES OF RELEVANT

DOCUMENTATI ON) . APPLI CATI ONS W THOUT RELEVANT DOCUMENTATI ON W LL
NOT BE ACCEPTED.

BASI C FUNCTI ON OF POsI TI ON

. Serve as the first senior |ocal enployee in the Human
Resources O fice under the direct supervision of the
Ameri can Managenent O ficer at the Consul ate.



. Lead all aspects of recruitnment and source high quality,
talented, attractive candi dates by sel ective use of
agenci es, head-hunters from Hyderabad and ot her
surroundi ng regi ons.

. Hire and supervise a teamof HR that will be ainmed at
assisting all aspects of Locally Engaged Staff (LES)
managenent .

. Manage offer process, staffing and pronotion of |oca
enpl oyees.

. Conduct induction/orientation programfor LES as well as
Ameri can enpl oyees.

. Conduct exit interview and other formalities for
departi ng enpl oyees.

. O fer advice and counseling to Anerican officers and act
as the focal point of contact for the Consul ate.

. Mai ntain staffing pattern and WEbPASS (dat abase) for both
LES and Anerican Oficers.

. Conduct a formal check-in and check-out for the Anmerican
Oficers.

. Performall local HR related functions |like travel
nmessages etc., for all American Oficers.

. Supervise the HR derk(s).
. Perform ot her duties as assigned.

QUALI FI CATI ONS REQUI RED

Conpl eti on of Coll ege degree.

M ninmumthree years of related or equival ent experience in
responsi bl e position.

Level 1V (fluency) in English and Hi ndi or Tel ugu.

Know edge of basic principles and techni ques of

i nvestigations and famliarity with local civil and crimna
| aws pertaining to marriage, divorce adoption etc.

5. The ability to use personal conputer databases and packages,
sof tware packages such as Ms-Word, EXCEL, ACCESS, Power
Point, e-mail, and CD ROM appli cati ons.

W DE

SELECTI ON PROCESS

Qualified Eligible Famly Menbers and applicants with U S
Veteran Preference will be given preference. Therefore, it is
essential that the candi date address the required qualifications
above in the application.

ADDI Tl ONAL SELECTI ON CRI TERI A



1. Managenent will consider nepotisniconflict of interest,
budget, and residency status in determ ning successf ul
candi dacy.

2. Current enployees serving a probationary period are not
eligible to apply.

3. Eligible Fam |y Menbers who currently hold a FMA appoi nt ment
are ineligible to apply for advertised positions within the
first 90 cal endar days of that appointnent.

TO APPLY

Interested applicants for this position should submt the
fol | ow ng:
1. Application for Enploynent, Form HR-01 (Rev 05/04), avail able
on website
http: // newdel hi . usenbassy. gov/j ob opportunities. htm

2. OPTIONAL: Any other docunentation (e.g., essays,
certificates, awards, copies of degrees earned) that
addresses the qualification requirenments of the position as
i sted above.

3. Candidates who claim U S. Veterans preference nust provide a
copy of DD 214 with their application

SUBM T APPLI CATI ON TO

U. S. Enbassy

Human Resources O fice

Shanti pat h, Chanakyapuri

New Del hi 110 021

or

FAX: 2419- 8056

or

E-nmai | : NewDel hi Vacanci es@t at e. gov

Pl ease insert “VA# 08-012 (Vacancy Announcenent Nunber) in the

Subj ect of the E-mail. Applications w thout the Vacancy Number
or with the incorrect Vacancy Nunber will not be accept ed.
DEFI NI TI ONS

1. EFM US Citizen spouse or US citizen child as referred to in
14 FAM 511.3 (1), who is at |east age 18, and who, in either
case, is on the travel orders of a US citizen Foreign or
Cvil service enployee or mlitary service nenber permanently
assigned to or stationed at a US Foreign Service post or
est abl i shment abroad and under Chief of Mssion authority.



Menber of Household (MOH): Foreign born spouses, dependent
children, unmarried partners of the sane and opposite sex,

parents, other relatives or adult children declared to the
Chief of Mssion who fall outside the Departnent’s current

| egal and statutory definition of EFM

Odinarily Resident (OR): A citizen of the host country or a
citizen of another country who has shifted the main residency
focus to the host country and has the required work and/ or
residency permt for enploynent in country.

Not-Ordinarily Resident (NOR): Typically NORs are US citizen
EFMs and famly nenbers of FS, GS, and MIlitary Personnel who
are on the travel orders and under Chief of M ssion
authority, or other personnel having diplomatic privileges
and i nmunities.

applications for the Subject announcenent nust be received in

the Human Resources O fice by close of business February 20,
2008.

AN EQUAL OPPORTUNI TY EMPLOYER



